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Custom Extract Reports Overview



Custom Extracts

The custom extract builder can be a great solution when standard out-of-box reports don’t 

track and/or trend the data you need, or you want more granular detail. 

With the custom extract builder, users choose the needed data elements to export to 

spreadsheet (i.e. chart comments, date education completed, financial impact at the code 

line-level) with other identifying data (provider, patient, DOS, etc.) enabling users to 

manipulate the data extract to meet their end reporting goals. 

Located under Reporting tab > Custom Reports > Click Create New Report button

What Are Custom Extract Reports

NOTE: Although these reports can export data 

not available through any other Standard 

Reports, custom extracts only provide raw data 

from the system. They do not have calculations, 

sums, or accuracy rates. Users must manipulate 
the data to get end results. 



Custom Extract Examples

• Data elements from audits can be extracted, for example reported/audited 

codes, financial values per code, code scoring

• Chart level comments for error reporting. 

• Custom field entries can be extracted

• Yes & No’s from checklist entered as custom fields

• Auditor completion dates (if QA reviewer is holding audits)

• Coder values if wanting to audit provider and coder for same chart

• Auditor QA results that have been entered into custom fields

• Internal Notes to track and/or trend completion dates not                                      

natively tracked in Audit Manager or to track QA comments.

• Determining whether your team using the Override feature? 

What Are Custom Extract Reports



The Facts

Average Time Saved by Using  

Integrated Claims Data

30%
How to Build Custom Extracts



How To Build Custom Extracts

Step 1: Go to Reporting tab > Custom Reports > 

Click Create New Report button

Step 2: Select Fields to Include

The reportable fields are grouped into Categories. 

Select the category and then scroll down through 

the fields, checking the box next to the fields to 

include. Click continue.

Step 3: Re-order fields

Drag & Drop fields to re-order columns in the report. 

Click continue.

Step 4: Name & Save Report

Save & Run Report or Save to return and run later.

Step 5: Re-use report for regular reporting



How To Build Custom Extracts

Recommendation: 
Click through each category and scroll down through all the fields – get 
acquainted with what’s available, you might need it later. Create test reports to 
view the data pulled if you aren’t sure what a kind of data the field will pull into 
the report. 



Rehab TherapyPulling Custom Extract Report Tips



Use filters to drill into desired data sets

• Date Type: Switch to Completed Date to pull data from finalized 

audits. Select Project Start or Due to include both in-progress or 

completed data

• From Date & To Date: Default date range is only last 30 days. Expand 

‘From Date’ to include all findings for the desired date range

• Provider or Coder: Select specific providers or coders to drill into data 

specific to individuals. 

• Practice or Coder Organization: Select practice(s) or coder 

organization(s) to filter results for individuals assigned to those entities 

– even if multiple practices/orgs were audited in the same project.

• Specialty: Filter results by specialty (note: All providers or coders must 

be selected first for the specialties for those individuals to display.

• Audit Project: Pick and choose which projects to include in the data.

• Note: If nothing is selected within a filter, all values are ‘selected’ by 

default. Although, other filtering may override the “all default”

Pulling Custom Extract Report Tips



Report Customization

Bottom section creates a title with additional information to display at top of the spreadsheet 
(Project(s), Report run Date, confidentially statement)

Pulling Custom Extract Report Tips
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Error (Chart Level Comment) 
Extract Report



Error (Chart Comment) Extract Report

Pre-work: Customize Chart Level Comment Short Descriptions

Short descriptions are perfect for pivot 
table analysis – giving an accurate 

count of specific errors. 

To enhance the data value, update the 
short description of each chart 

comment to represent the error.  

For example, “Medical record 
documentation does not appear to 
support xxx.xx [list why]” has a very 

generic short description “Not 
Supported”. A better summary is “Dx – 
Not Supported”

**Create code specific comments too!



Error (Chart Comment) Extract Report

• Create a custom chart level comment report: Reports > Custom Reports > Create New Report

• Select the fields to include in the CLC report

• Provider/coder Data: Provider Last & First Name, Practice, Specialty

• Patient Data: Patient Name, Patient ID, DOS

• Miscellaneous: Chart Level Comments – Short Description & Long Description

• Drag & Drop fields to re-order columns in the report.

• Name Report > Save & Run Report



Error (Chart Comment) Extract Report

Why are some Short Description 
Blank?

It depends upon how the comments were 
added to the audit.  

Chart Level Findings are added 
FOUR ways:

1. Any “no” selected in procedure 
checklist – No short description

2. Any boxed check in Documentation 
Elements – No short description

3. Hand-keyed chart level comments – 
No short description

4. Chart Level Comment Marcos – 
Includes Short Description

**Add short descriptions where missing. 
Use filters for efficiency



Error (Chart Comment) Extract Report

• After all short descriptions are filled in > Go to Insert 
Tab > Insert Pivot Table > From Table/Range > New 
Worksheet radio button > OK

• On the pivot table tab > drag CLC-Short Description 
to Row box  > drag Date of Service to Values box. 



Rehab TherapyChecklist Results Extract Report



Checklist Results Extract Report

Pre-work: Create Custom Fields

Standard reports do not report on Yes & No 
values to score and track accuracy. To 

report on the results users must create a 
custom field for each checklist question with 
a prompt on how to respond. 

Example Time documented? (Y-1, N-0, N/A-
blank)

Navigate to custom field library:

(Enterprise) Go to Admin > Manage Audit Settings > Custom 
Fields > Add New Field

(Consulting) Go to Admin > Manage Settings > Custom Fields 
(available for all sub-clients)

(Consulting) Go to Client > select Client > Client Settings > 
Custom Fields (available for this sub-client only)



Checklist Results Extract Report

Step 1: Create the custom field.

Enter field name & into which section of Audit 

Box to place field. 

Step 2: Activate custom field

Go to Audit Guidelines > edit a current 

guideline or create a new one specific to this 

checklist. Scroll to bottom of guideline. Move 

fields (in order you want them to appear) from 

left panel to right. 

Step 3: Perform Audit

Auditor enters 1 or 0 for all questions for all 

charts.

Step 4: Pull report & calculate results



Checklist Results Extract Report



The Facts

Average Time Saved by Using  

Integrated Claims Data

30%
Code-Level Financial (Refund/Rebill) 
Extract Report



Code-Level Financial (Refund/Rebill) 
Extract Report

Select the fields to include in the report

❖Provider/coder Fields: Provider Last & First, Practice, Specialty, Project, Auditor, and 

Completed Date

❖Patient Data Fields: Patient Name, Patient ID, POS, DOS, Payer

❖ ICD/EM/CPT/HCPCS Fields: Reported CPT, Reported Modifier, 

    Audited CPT, Audited Modifier

❖ Statistics Fields: Value of Reported Total $, 

    Value of Audited Total $, Variance of $



Rehab TherapyEducation Completion Date 
Extract Report



Education Completion Date Extract 
Report

Two ways to capture education completion date, depending upon 

your workflow

❖Custom Field – use a custom field if auditors hold audit in their My Work Queue 
until after Education is completed. 

❖Auditors enter date education completed in custom field for one 
encounter/DOS/chart.

❖Internal Notes – use internal notes if auditors close send to reports prior to 
education

❖Auditor enters a ‘starter’ internal note in first encounter/DOS/chart > close 
send to reports

❖After education has been completed, auditor goes to Audit > Audit Work 
Queue > clicks on provider/coder name > click on internal note icon > enter 
completion date



Education Completion Date Extract 
Report

Using Internal Notes

After education is completed, Educator can add an 2nd internal note from the Audit Work Queue 
Dashboard, avoiding the need to Request Re-Audit to enter data into a custom field. 



Education Completion Date Extract 
Report

Cleaning up Raw Data

Step 1: Delete rows with no internal notes

Step 2: Remove Carriage Returns
In the Find What field enter Ctrl+J. It will look 
empty, but you will see a tiny dot. 
In the Replace With field, leave blank > Replace 
all

Step 3: Split the two sentences using text to 

columns
Break the sentence on the last character of first 
sentence)

Step 4: Split last sentence by spaces to isolate 

the date, then removed unneeded data



Links for Excel Tips

• Pivot Tables 101

• Error Tracking and Reporting from Start to Finish

• Audit Manager Reports Overview Handout

• Faster Audit Data Reporting and Error Trending with Audit 

Manager

• Slide Deck

• Spreadsheet Shortcuts 101

• Slide Deck

https://www.healthicity.com/resources/tuesday-tips-tidbits-pivot-tables-101-webinar-video
https://www.healthicity.com/resources/tuesday-tips-tidbits-error-tracking-reporting-from-start-finish-webinar-video
https://www.healthicity.com/hubfs/healthicity/Resources/Webinars/Tuesday%20Tips%20and%20Tidbits%20Error%20Tracking%20and%20Reporting%20from%20Start%20to%20Finish/Audit%20Manager%20Reports%20Overview.docx
https://www.healthicity.com/resources/faster-audit-data-reporting-error-trending-with-audit-manager-webinar-video
https://www.healthicity.com/resources/faster-audit-data-reporting-error-trending-with-audit-manager-webinar-video
https://www.healthicity.com/hubfs/healthicity/Resources/Webinars/Faster%20Audit%20Data%20Reporting%20and%20Error%20Trending%20with%20Audit%20Manager/Faster%20Audit%20Data%20Reporting%20and%20Error%20Trending%20with%20Audit%20Manager%20-%20Slide%20Deck.pdf
https://www.healthicity.com/resources/spreadsheet-shortcuts-101-webinar-video
https://www.healthicity.com/hubfs/healthicity/Resources/Webinars/Spreadsheet%20Shortcuts%20101/Spreadsheet%20Shortcuts%20101%20-%20Slide%20Deck.pdf


Rehab Therapy
Premium Reporting



Premium Reporting

• Customize existing reports

• Create new reports

• Gain efficiency eliminating 

manual manipulation

• Combine results from 

across projects 

• Add conditional 
highlighting to identify 

specific scores

• Chart findings reports

• Over/Under reports

• Division/Practice reports

• Production reports

• Performance reports of 

auditor reviews

• Present intuitive data 

visualizations for improve 

comprehensive



Q&A
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